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Agency Conference  G.9 
 
Anthropometric Procedures 
 Definition A  
 Policy  I.1 
 Required Screening I.1 
 
Audits see also Management 
Evaluations 
 Fiscal audits M.1 
  
 
Backup CD’s 
 Safeguarding E.6 
 
Biochemical see also Laboratory 
Procedures 
 Definition I.1 
 Required Screening I.1 
 
Body Mass Index 
 Definition A 
  
Breastfeeding 
 Definition A 
 Education for ppts. K.5 
 Food package H.5.2 
 Local coordinator K.2 
 Positive peer influence K.6 
 Program evaluation K.7 
 Support policy K.1 
 Supportive environment K.4 
 Training & in-services K.3 
 Use of breastfeeding aids K.8 
   
Breastfeeding Aids 
 Breast shells K.8.9 
 Electric breast pumps   K.8.11 
 General guidelines K.8.2 
 Hand pumps K.8.7 
 Infant feeding tube devicesK.8.10 
 Inventorying & storing aids K.8.6 
 Ordering aids K.8.6 
 Reducing liability K.8.4 

 Required documentation K.8.5 
 Single & double pump kits K.8.8 
 Who may distribute K.8.3 
  
Caseload Management 
 Caseload reductions L.5 
 Definition A 
 Discontinuing wait lists L.5 
 Policy L.5 
 Referrals L.5 
 Waitlists L.5 
 
Cash Value Voucher see Check 
 
Centrifuge 
 Definition A 
  
Certification Periods 
 Definition A 
 Documentation C.11 
 Policy C.3 
 Shortening/extending C.3 
 
Certification Procedures 
 Anthropometric  
  procedures I.1 
 Certification periods C.3 
 Homeless C.2, C.6 
 Income guidelines C.5 
 Income procedures C.5 
 Laboratory procedures I.1 
 Presence at certification C.1 
 Processing Time frames  C.2 
 Required procedures C.1 
 Residency and identity C.4 
 Check Issuance C.8 
 
Check 
 Definition A 
 Description E.1 
 Gaps in check numbers E.9 
 Issuance C.8 
 Issued stock E.2 
 Lost checks E.13 
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 Mailing E.11 
 Proration C.8 
 Reconciliation E.15 
 Redemption E.7 
 Safeguarding E.6 
 Voiding E.8 
 Check issuance E.5 
 Check receipts E.4 
 
Civil Rights 
 Complaints L.11 
 Data collection L.11 
 Local agency reviews L.11 
 Nondiscrimination clause L.11 
 Policy L.11 
 Pre-award reviews L.11 
 Public notification L.11, L.4 
 Training L.11 
Clinic Hours 
 Policy C.2 
 
Clinical Assistant (CA) 
 Application process B.3 
 Definition A 
 Functions B.3 
 Qualifications B.3 
 Recommended training B.3 
 Requirements to become B.3 
 
Competent Professional Authority (CPA) 
 Assigning food packages H.6 
 CPA1 education  
  requirements B.2 
 CPA2 education  
  requirements B.2 
 Definition A 
 Functions B.2 
 Grandfather clause B.2 
 Recommended training B.2 
 
Complaints 
 Acceptance G.4 
 Civil Rights L.11 
 Definition G.5 

 Vendor F.11 
 
Computer 
 Reports O.1 
 Security O.2 
 Training O.2, B.5 
 Inventory L.7 
 Purchasing L.9.1 
  
Confidentiality 
 Anonymous information L.3 
 Child abuse or neglect L.3 
 Contacting participants L.3 
 Incoming calls for ppts. L.3 
 Limited disclosure L.3 
 Release forms L.3 
 Release of  
  information to ppts. L.3 
 Subpoenas L.3 
 Search Warrants L.3 
 Vendors L.3 
 Volunteers L.3 
 What is confidential L.3 
 
Continuing Education Units (CEUs) 
 Appropriate education  B.7 
 Documentation B.7 
 Exemptions B.7 
 Policy B.7 
 Staff Requirements B.7 
 Who needs B.7 
 
Core Contact 
 Definition A 
 Policy I.5 
 
CPA.  see Competent Professional 
Authority 
 
Destruction of Files 
 How to destroy L.8 
 Retention periods L.8 
 
Dual Application 



Utah WIC Policy and Procedures Manual 
Section Z:  Index 

Index items are listed by section letter and subsection number, not by page number. 
 

 
Effective October 1, 2011  Page 3 
Last Revised 08/02/11 

 Definition, Dual Participant A 
 Documentation G.8 
 Procedures G.8 
 
Emergency Plan L.12 
 
Equipment L.6 
 
Expiring Certification G.2 
 
Fair Hearing 
 Continuation of benefits G.9 
 Copy of hearing G.9 
 Decision G.9 
 Definition G.9 
 Judicial review G.9 
 Notification of rights G.9 
 Procedures G.9 
 Rehearing G.9 
 Repayment by participant G.9 
 Time limits G.9 
 Uniform Rules G.9 
 Vendor appeals G.9 
 Vendor fair hearing form G.9 
 
Files 
 Retention of L.8 
 
 
Financial Management 
 Detail statement of capital  
      of capital outlay L.9.12 
 Detail statement of  
  fringe benefits L.9.9 
 Detail statement of travel 
  expenditures L.9.10 
 Detail statement of wages and  
  salaries L.9.8 
 Detail statement of wages and 
  salaries certification L.9.7 
 Expenditure statements L.9.11 
 Funding formula L.9.5 
 Infant formula rebates L.9.2 
 Local agency claims L.9.4 

 Program costs L.9.1 
 Reimbursements L.9.3 
 Summary Statement L.9.6 
 
Food Card.  see Utah WIC Program 
Authorized Food List 
 
Food Instrument  see Check 
 
Food Package 
 Breastfeeding packages H.5.2 
 Counseling guidelines H.8 
 Definition A 
 Exceptions for use of 
  Low iron formula H.5.1 
 Food Package I H.5.1 
 Food Package II H.5.1 
 Food Package III H.5.1 
 Food Package IV H.5.2 
 Food Package V H.5.2 
 Food Package VI H.5.2 
 Food Package VII H.5.2 
 Issuing concerns H.6 
 Maximum amounts  
  allowed H.5.1, H.5.2  
 Tailoring H.7 
 Who can prescribe H.6 
 
Food Selection Criteria 
 Authorized foods card H.1 
 Acceptance H.1 
 Availability H.1 
 Cold cereals H.1 
 Cost H.1 
 Exceptions H.1 
 Exceptions for use of  
  Low iron formula H.5.1 
 Nutrition criteria H.1 
 Special food letter H.1 
 Store Brand/Private Label H.1 
 USDA/FDA approval H.1 
 
Forms  
 List of N 
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Fraud  
 Clinic fraud and abuse G.7 
 Employee G.7 
 Dual Participation G.8 
 Participant Violations G.6 
 
Hematocrit/Hemoglobin 
 Definition A 
 Exceptions I.1 
 Lab safety I.1 
 Timeframe to collect 
  blood work data I.1 
 
High Risk 
 Care plan  I.8 
 Contacts I.8 
 
High Risk Care Plan 
 Definition A 
 Policy I.8 
  
Homeless 
 Definition A, C.6 
 Determining eligibility C.6 
 Food delivery F.24 
 Food packages  H.7 
 Homeless facilities C.6 
 Monitoring compliance C.6 
 Nutrition education I.3 
 Time frames C.2 
 
Household. see also Income 
 Definition A, C.5 
 
ID Packet 
 Completing E.12 
 Description E.12 
 Lost packet E.13 
 Safeguarding E.12 
 
Identity 
 Acceptable proof C.4 
 No proof C.4 

 Special situations C.4 
 
Immunization Screening C.12 
 Referral C.12 
 
Income 
 Automatic/adjunct income  
 eligibility C.5 
 Calculation C.5 
 Definition A, C.5 
 Exclusions C.5 
 Household definition A, C.5 
 Income guidelines C.5 
 Income ineligible G.1, C.5 
 Income sources C.5 
 Migrants C.7 
 No proof C.5 
 Policy C.5 
 Reassessment C.5 
 Special situations C.5
 Verification C.5 
 
Ineligibility 
 Definition G.1 
 Documentation, File G.1 
 Letter of G.1 
 Missed Appointments G.3 
 Recertification G.2 
 Termination G.1 
  
Infant Formula 
 Definitions of H.2 
 Documentation  
  requirements H.5.1 
 Formula to BF moms K.4 
 Infant Formula Logs E.10 
 Low iron formula H.5.1 
 Policy on use  
  of concentrate H.5 
 Policy on use of powdered H.5 
 Policy on use of RTF H.5 
 Prescription requirements H.5 
 Returned to clinic E.10 
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In-Services 
 Documentation B.7 
 Evaluation B.7 
 Minimum hours B.7 
 Required topics B.7 
 Staff requirements B.7 
Inventory 
 Documentation L.7 
 Identification tags L.7 
 
Laboratory Equipment.  see also Scale, 
Centrifuge, Measuring Board 
 Board Maintenance I.1 
 Centrifuge Maintenance I.1 
 Criteria I.1 
 HemoCue Maintenance I.1 
 Purchase approval L.6 
 Scale Maintenance I.1 
 
Laboratory Procedures 
 Blood work I.1 
 Exceptions for  
  collecting blood I.1 
 Lab safety I.1 
 Required data I.1 
 Routine maintenance I.1 
 Timeframes for collecting 
  blood work data I.1 
 Using referral data I.1 
  
Lactation Educator 
 Definition A 
 Recommended training B.1 
 
Mailing Checks 
 Agency-wide E.11 
 Certified Mail E.11 
 Conditions for E.11 
 Documentation E.11 
 Individual E.11 
 
Management Evaluation 
 Definition A 
 Description M.1 

 Local Agency M.2 
 State Agency M.4 
 Self monitoring tool M.4, M.5 
 
Management Information System 
 Report requirements O.1 
 Computer Security O.2 
 
Measuring Board 
 Criteria L.6 
 Routine maintenance I.1 
 
Migrants 
 Certification procedures C.7 
 Definition A, C.7 
 Time frames C.7 
 
Missed Appointments 
 Late for appointments G.3 
 Procedure G.3 
 
Module Preceptor 
 Definition A 
 Requirements B.1 
 Responsibilities B.4 
 
Modules 
 Completion of B.4 
 Definition A 
 Exemptions B.4 
 List of N 
 Recommended modules B.5 
 Types of B.4 
 When to complete B.4 
 Who grades B.4 
 
NCHS Growth Chart 
 Required charting I.1 
 Required procedures I.1 
 Selecting growth charts I.1 
 
Notification 
 Ineligibility G.1  
 Expiring Certification G.2 
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Nutrition Education 
 Breastfeeding education K.5 
 Class outlines I.12 
 Class preceptor I.10 
 Core contact I.5 
 Definition A 
 Documentation I.3 
 Evaluation & Plan J 
 High risk I.8 
 Materials I.11 
 Policy I.3 
 Teaching qualifications B.5, I.7 
 
Nutrition Education Evaluation & Plan 
 Approval J 
 Due date J 
 Required components J 
 Submission J 
 Who must prepare plan J 
 
Nutrition Risk 
 Assigning D 
 Definition  A 
 Priority system D 
 
Nutrition Risk Factor 
 Definition A 
 Descriptions D 
 Required documentation D 
 
Outreach 
 Documentation L.4 
 Minimum requirements L.4 
 Required information L.4 
 
Participant violations 
 Corrective action G.6 
 Definition G.6
 Detecting violations G.6 
 Dual participation G.8 
 Form documentation G.6 
 Procedure G.6 
 Repayment of benefits G.6 

 Training B.5 
 
Peer Counselor 
 Definition A 
 Peer counselor role K.6 
 Required training K.6 
 Teaching classes I.7 
 
Policy and Procedures 
 Manual L.1 
 Memorandums L.2 
 
Prenatal Weight Gain Grid 
 Required charting I.1 
 Required procedures C.1 
 
Prescription 
 Definition A 
 Procedure C.1, H.5.1 
 Requirements H.5.1 
 
Proration 
 Definition A 
 Policy C.8 
 Proration override C.8 
 Report O.1 
 Valid reasons C.8 
  
Provisional Certification C.4, C.5 
 
Proxy 
 Definition A, C.9 
 Requirements C.9, E.12 
 
Quality Assurance M.5 
  
Referral Forms 
 Definition A 
 Required procedures C.1 
 
Referrals 
 Requirements I.14 
 
Registered Dietitian (RD) 



Utah WIC Policy and Procedures Manual 
Section Z:  Index 

Index items are listed by section letter and subsection number, not by page number. 
 

 
Effective October 1, 2011  Page 7 
Last Revised 08/02/11 

 CEUs B.7 
 Module exemptions B.4 
 Recommended training B.4 
 Responsibilities B.1 
 
Repayment of Benefits G.6 
  
Reports  
 Requirements O.1 
 
Reporting 
 Form FNS-798 L.10 
 
Residency 
 Acceptable proof C.4 
 Determining eligibility C.4 
 Institution resident C.4 
 No proof C.4 
 Special situations C.4 
 
Rights and Responsibilities 
 Definition A 
 Required procedures C.1 
 
Scales 
 Criteria L.6 
 Routine maintenance I.1 
 
Self Monitoring Tool M.4, M.5 
 
Smoking Cessation Referral C.13 
 
Special Food Letter 
 Definition A 
 Description H.1 
 Use of letter H.1 
 
Staffing 
 Minimum staffing B.1 
 CPA’s B.2 
 CA’s B.3 
 Training B.4, B.5 
 
 

Store Brand/Private Label 
 Definition A, F.2 
 Food Selection Criteria H.1 
 Policy H.5.2 
 
Supplemental Foods 
 Definition A 
 Policy H.1 
 
Termination 
 Documentation G.1 
 Filing system G.1 
 Late for appointments G.2 
 Missed appointments G.2 
 Steps when terminating G.1 
 
Time Frames 
 Collecting blood work  
  data I.1 
 Documenting applications C.2 
 Extensions C.2 
 Homeless C.6 
 Migrants C.7 
 Policy C.2 
 
Transfers.  see Verification of 
Certification 
 
Utah WIC Program Authorized Food List 
 Definition A 
 Description of H.1 
 
Vendor Management 
 Acronym & Logo F.26 
 Authorization F.14 
 Collection of overcharges F.13 
 Companies participating  
  in food delivery F.3 
 Compliance Purchase F.22 
 Confidentiality F.7, L.2 
 Definitions in food delivery F.2 
 Description F.4 
 Education and training F.21 
 Monitoring F.19 
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 Monitoring, Documentation F.19 
 Price survey F.12 
 Procedures at the time 
  of transaction F.17 
 Requests for ppt. identity F.8 
 Returned checks  
  from bank F.10 
 State and local agency 
  responsibilities F.4 
 Vendor Complaint form F.11 
 Vendor lists F.5 
 Violations and sanction F.23 
 
Value Enhanced Nutrition Assessment 
(VENA) 
 Definition A
 Policy I.1 
 
Verification of Certification (VOC) 
 Acceptance C.10 
 Definition A, C.10
 Description C.10 
 Issuance C.7, C.10 
 Out of state transfers C.10 
 Required procedures C.1, C.10 
 
Whole Blood Controls 
 Maintenance procedures I.1 
  
WIC Foods 
 Definition of  
  authorized foods H.2 
 Definition of special foods H.3 
 Products not authorized H.4 
 Maximum amounts  
  allowed H.5.1, H.5.2  
 Milk/cheese substitutions H.5.2 
 Peanut butter & legumes H.5.2 
 Juice policy H.5.2 
 


